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RECORDS RETENTION A N D DISPOSAL SCHEDULE 
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A g e n c y 
Wicomico County 

D i v i s i o n / U n i t 
Department of Corrections 

Records Department 
I tem 
No. 

D e s c r i p t i o n Re ten t ion 

1. Inmate Base File: (Left side of file) 
Dissemination Logs 
Inmate Information/Photo 
Active charges, detainers or warrants 
Parole Decisions 
PSI Orders 
Mental Health Evaluation Orders 

Inmate Base File: (Riglit side of file) 
Inmate Property Form 
Release Certification Form 
Intake Report 
Issued Items Form 
Police Observation Form 
Booking Data Form 
DNA Test Form 
Arrest Information Form 
Booking Information Form 
Inmate Progress Sheet 

7 years; then destroy. 

7 years; then destroy. 

Schedule Approved by Department, Agency, 
or Division Representative. 
Date: _11 /22 /1 ( 

Signature 

Typed Name George Kaloroumakis 

Title Director 

Schedule Authorized by State Archivist 

Date Z ^ P M ^ 7J^i\ 

Signature 

DGS 550-1 



rnstrijptioris -^ype or Print a separate form for 
each new or revised record series. Forward 
with Records Retention Scliedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 
Jessup, Maryland 20794 

AGENCY RECORDS INVENTORY 
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1. Department/Agency 

Wicomico County 

2. Division 

Department of Corrections 

3. Unit 

Records 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 
4. Record Series Title 

Inmate Base Files 

5. Earliest Year/Latest Year 
2003 to 2010 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 

series.) All information pertaining to charges, bonds, detainers and the inmate's personal information. 

7. Record Series Fonnat(s) List all 

X Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Olher (specify) 

8. Record Series Sequence 

X Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 
_460 
Number 

X File Drawer(s) 

• Microfilm Reel(s) 
n Computer Tape(s) 
• Other (specify) 

10. Annual Accumulation 
4.000 

Number 

X File Drawer(s) 

• Ivlicrofilm Reel(s) 
• Computer Tape(s) 
• Other (specify) 

11. File is Used 

• Daily • Weekly • M o n t h l y • Annuafly X AS NOOdOd 

13. Current Localion(s) (BIdg., Floor, Room) 

Records Department 
411 Naylor Mill Road, Salisbury, MD 21801 

12. File Becomes Inactive After 

No affimned schedule exists. 
Number • Month(s) • Year(s) 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes X No 

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 

X Yes • No 

Department Standard Operation Procedures. 

16. Audit Requirements 

• None X State • Federal • Independent 

17. Is an Index System used? If yes, explain briefly and describe requirements 

• Yes X No 

18. Recommended Retention 

7 years; then destroy. 

19. Name and Title of Preparer 
Tamara Holbrook 

Records Supervisor 

20. Telephone Number 

410-548-4856 ext: 337 
21. Date 
10/13/10 


